
Vehicle Rental Process From the Capital Motor Pool Location (Cont.)

In FleetAnywhere the
Pool Coordinator

enters the
information about the
Enterprise vehicle in

the "vehicle
requirements" tab

The reservation
is found by the

Pool Coordinator
in the Fleet

Anywhere system

A Yes

No

Is
the

reservation
for an

outsourced
vehicle?

The Pool Coordinator has the
Driver fill out the MP-98

Form (name, reservation
number, date, and agency).

Typically the vehicle will have
been pre-inspected by a 

Service Worker.

The packet from
Enterprise (with
the registration
information is 

given to the
customer with

the instruction to
bring the packet
back to the desk
when the vehicle

is returned

The Pool Coordinator instructs the
driver to: use the gascard to refuel
the vehice (the vehicle must be at
least 3/4 fuel when the vehicle is
returned), call 1-800-CAR-CARE

for any emergency roadside
assistance, verify the beginning

miles when they get to the vehicle
and to bring the ending miles
back when the keys/gascard

are returned

The customer is shown on
the lot map where the

vehicle was parked

The Pool Coordinator hands the
keys/gascard to the customer

Driver returns the
keys/gascard and
the ending miles

to the Pool
Coordinator.  

The Capital Pool Coordinator 
"dispatches" the vehicle in the

"Dispatch Tab" of FleetAnywhere

The 
vehicle
rental

process
ends

A Service Worker inspects the
vehicle to enusre it is clean and
has at least a 3/4 tank of fuel

Is
the

tank at
least 3/4

full?

The Capital Pool Coordinator goes into FleetAnywhere to
"return" the vehicle and print a return ticket for the customer.

(If the keys are dropped off the return ticket needs to be
e-mailed to the customer). In FleetAnywhere, the date and time
the driver returned is entered on the "return" tab as well as the

returning mileage provided by the driver.

No

Yes

A Service Worker takes the vehicle
to fuel it. The fuel receipt is stapled
to the MP-98 Form filled out by the
customer and the Pool Coordinator

in the "Return" tab under "other"
adds a $2.00 per gallon fee for the
vehicle being returned without the

specified fuel requirement.


